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CENTRAL SERVICES MANAGER 
 

Purpose:   
 
To actively support and uphold the City’s stated mission and values.  To manage, 
direct and coordinate the activities of the Central Services Division including 
purchasing, surplus property operations, central duplicating and mail services, city 
switchboard and the contracts monitoring & payment approval function; to 
coordinate activities with other divisions and departments; and to provide highly 
complex staff assistance to the Finance and Technology Director. 
 
 

Supervision Received and Exercised: 
 
Receives general direction from the Finance and Technology Director or from other 
supervisory or management staff. 
 
Exercises direct supervision over professional, technical and clerical staff. 
 
 

Essential Functions:  
 
Duties may include, but are not limited to, the following: 
 

 Manage, direct and organize the division's activities including the purchasing 
activities,  contracts monitoring & payment approval, city switchboard and the 
central duplicating and mail room functions; manage the disposal of surplus, 
salvage and/or obsolete items. 

 

 Direct, oversee and participate in the development of work plans; assign work 
activities, projects and programs; monitor workflow; review and evaluate work 
products, methods and procedures. 

 

 Recommend goals and objectives; assist in the development of and implement 
policies and procedures. 

 

 Review contracts and purchase orders; maintain contact and negotiate with 
vendors; keep informed of market conditions and new products; evaluate 
vendor performance; manage business outreach program. 
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 Supervise and participate in development of bid specifications; solicit and 
analyze bids; make award of purchase. 

 

 Evaluate bidder’s protest on solicitations and, in conjunction with City Attorney’s 
Office, make recommendations or decisions; participate in protest hearings 
when appropriate. 

 

 Confer with department representatives to determine purchasing needs, 
specifications and areas of standardization; coordinate services with other City 
departments and divisions and with outside agencies; interpret policies and 
procedures related to purchasing. 

 

 Prepare the division budget; assist in budget implementation; participate in the 
forecast of additional funds needed for staffing, equipment, materials, and 
supplies; administer the approved budget. 

 

 Participate in recommending the appointment of personnel; provide or 
coordinate staff training; work with employees to correct deficiencies; implement 
discipline procedures.  

 

 Prepare statistical reports related to division activities for management staff. 
 

 Represent the Central Services Division in staff meetings and at City Council 
meetings. 

 

 Perform related duties as assigned. 
 
 

Minimum Qualifications: 
 
Experience: 
 
Five years of increasingly responsible experience in purchasing and materials 
management, including two years of administrative and/or supervisory 
responsibility. 
 
Education: 
 
Equivalent to a Bachelor's degree from an accredited college or university with 
major course work in purchasing, business administration, public administration, or 
a degree related to the core functions of this position. 
 
Licenses/Certifications: 
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Certified Professional Public Buyer (CPPB) Certification or Certified Public 
Purchasing Officer (CPPO) Certification is preferred. 
 
Examples of Physical and/or Mental Activities: 
 
(Pending) 
 
Competencies: 
 
(Pending) 
 
 
Job Code:  435 
 
Status:  Exempt/ Classified 
 

 
 


